APPENDIX 5 (Guide for Personal Tutors)
Time Management Exercise: Blank copy of Planner 

Time Planner

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8-9am
	
	
	
	
	
	
	

	9-10
	
	
	
	
	
	
	

	10-11
	
	
	
	
	
	
	

	11-12
	
	
	
	
	
	
	

	12-1pm
	
	
	
	
	
	
	

	1-2
	
	
	
	
	
	
	

	2-3
	
	
	
	
	
	
	

	3-4
	
	
	
	
	
	
	

	4-5
	
	
	
	
	
	
	

	5-6
	
	
	
	
	
	
	

	6-7
	
	
	
	
	
	
	

	7-8
	
	
	
	
	
	
	

	8-9


	
	
	
	
	
	
	

	9-10
	
	
	
	
	
	
	

	10-11
	
	
	
	
	
	
	

	11-12
	
	
	
	
	
	
	

	Task: colour code the grid as follows:

	Classes
	Part-Time Job
	Travel Time

	Study Time
	Other
	Socialising

	Sport
	
	

	· The green areas indicate time dedicated to your course.  Tot up the pale green areas and check it against the recommended hours of study for the course.  Are you on target?

	· The orange and pink areas are important to your health and happiness but need to be monitored to ensure that they are balanced and not dominant over green within the planner


Adapted from, Cottrell, Stella (2003) Skills for Success. The Personal Development Planning Handbook (Basingstoke: Palgrave Macmillan), page 64.
